State of California

DEPARTMENT OF WATER RESOURCES

California Natural Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION
Personnel Specialist

DWR POSITION NUMBER
0750-1303-039

SAP POSITION NUMBER MCR
50000682 1

APPOINTEE
Vacant

SAP PERSONNEL NO.

DIVISION/SECTION
HRO/PB&SA/Payroll and Attendance

COLLECTIVE BARGAINING IDENTIFIER
Management Related BU:

Supervisory Related BU:

Confidential Related BU:

Rank and File BU:

01
RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION
[ Supervisory [ Lead Person Donna Lane-Mills Staff Services Manager |
APPROVED BY (Personnel Analyst's Name) DATE
SCM 10/24/12
Pe_rl_(i:;enrg of Activity

POSITION SUMMARY

EESSENTIAL FUNCTIONS

Under the general supervision of the Staff Services Manager I, the incumbent is responsible for the
routine and less complex personnel/payroll processes of FMLA, NDI, SDI, Catastrophic Leave,
Military Leave, Benefits, COBRA, and Performance Management issues for an assigned roster of
DWR employees. The incumbent will be responsible for completing the routine and least complex
special projects. The consequences of errors in performing these functions are moderate and may
be significant dependent on issue.

This position requires the incumbent work cooperatively with others; maintain regular, consistent
and predictable attendance; exercise good judgment; communicate effectively (orally and in writing
if both appropriate) in dealing with the public and/or other employees; organize and prioritize
assignments; develop and maintain a working knowledge and skill related to specific tasks,
methodologies, control agency laws and rules, and bargaining unit contracts; produce outcomes
on concurrent multiple assignments in a timely and efficient manner; and assist the other Benefit
Specialists and Human Resources Office's SAP HR Analysts. Apply and interpret laws and rules
from available reference manuals and other related revisions issued by the State Personnel Board
(SPB), the California Department of Human Resources (CalHR), State Controller’s Office (SCO),
California Public Employees Retirement System (CalPERS), Memorandums of Understanding
(MOU) and DWR. The incumbent must develop and maintain knowledge in using the SAP HR
modules. The specific essential duties are:

SUPERVISOR’S STATEMENT:

I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.

SUPERVISOR'’S NAME (Print)
Donna Lane-Mills

SUPERVISOR'’S SIGNATURE

>

DATE

EMPLOYEE'S STATEMENT:

I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE

RECEIVED A COPY OF THE DUTY STATEMENT.

EMPLOYEE'S NAME (Print)

Vacant

EMPLOYEE'S SIGNATURE

>

DATE
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION

DWR POSITION NUMBER SAP POSITION NUMBER MCR

Personnel Specialist 0750-1303-039 50000682 1

APPOINTEE

Vacant

SAP PERSONNEL NO. DIVISION/SECTION

HRO/PB&SA/Payroll and Attendance

Percent of
Time

Activity

50%

25%

10%

FMLA/NDI/SDI/CATASTOPHIC LEAVE/other Leaves COORDINATOR

Responsible for the routine and least complex Family Medical Leave Act (FMLA), Catastrophic
Leave, Non-Industrial Disability (NDI) and Enhanced NDI transactions, State Disability Insurance
(SDI), and other leaves such as Military for assigned organizational units of the Department.
Research and interpret leave entitlement law, rules, and regulations, and provide general advice
and assistance to employees. Complete all payroll and leave accounting for excluded and rank and
file employees in various bargaining units. Responsible for control and follow-up on all claims,
actions requested and assigned. Key PAR and payroll related documentation into the State
Controller's Office automated system to ensure appropriate pay is issued, accounts receivables are
collected, leave balances are appropriately credited/debited, and other payroll related transactions
and employment items are addressed.

BENEFITS COORDINATOR

Process health, dental, vision, Flex Elect, legal services, long term disability, life insurance, long
term care, retirement, COBRA, and pre-tax parking benefits for excluded and rank and file
employees in various bargaining units for assigned organizational units of the Department.
Interpret and apply civil service laws and rules, departmental policies, memorandums of
understanding (MOUs), State Personnel Board, State Controller's Office, CalHR, and Retirement
System regulations to verify employee benefit eligibility. Research and resolve the routine and
least complex benefit problems. Respond/resolve benefit issues with control agencies, benefit
carriers, and departmental employees and write benefit appeals to CalHR. Individually present and
explain benefits information to newly appointed CEA and Exempt employees. Serve as liaison and
provide a variety of benefits and entitlement information to assigned departmental unit employees
and supervisors/managers. Keep abreast of changes to law, rules, control agency letters, memos
and develop/revise internal procedures as necessary. Assist with new employee orientations,
disseminating information to employees regarding benefits, open enrollment, and seminars related
to Flex Elect, Long Term Care and retirement.

PERFORMANCE MANAGEMENT COORDINATOR

Interpret stipulated agreements and complete leave transactions, including leave audits resulting
from appeals or stipulated agreements. Communicate with SCO and/or Legal office to ensure
interpretation of agreement is accurate. Review employment history and determine what
transactions are affected as a result of stipulated agreement. Document all the necessary PAR
transactions and ensure all items such as effective dates and salary are accounted for. Submit
PAR and payroll related documentation to the State Controller's Office for processing. Follow-up
and ensure documents are processed correctly, pay is issued, accounts receivables are collected,
leave balances are appropriately credited/debited, and other payroll related transactions and
employment items are addressed.
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Personnel Specialist 0750-1303-039 50000682 1
APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION
Vacant HRO/PB&SA/Payroll and Attendance

Pe_rl_ci:r%rét of Activity

5% Complete the least complex special projects as assigned by the Personnel Supervisor | or Staff
Services Manager |. Research and resolve personnel problems that arise and recommend options.
Review various control agency letters, legislative mandates, memos, and bargaining contract
provisions, and develops and or revises internal procedures as necessary and implements
changes. Prepare management reports in various formats resulting from audits or other complex
issues that arise. Contact control agency as necessary to resolve routine problems or to clarify a
policy or procedure.

5% Assist other staff with processing routine personnel/payroll transactions in compliance with
control agencies laws, rules, MOU's, and departmental policies and procedures pertaining to a
variety of personnel transactions

5% OTHER RESPONSIBILITIES

* Provide back-up assistance to other Benefits Specialist Coordinators and Personnel Supervisors.
* Assist the SAP Time Management Analyst in researching and resolving SAP time discrepancies.

* Attend various training classes sponsored by DWR or various control agencies. This may require
travel and/or driving a vehicle on public roadways.

* May act for the Personnel Supervisor | and the Payroll and Benefits Manager.

SPECIAL REQUIREMENTS
Overtime may be required. Valid California driver's license as travel may be required to attend
meetings, conferences, and training.

KNOWLEDGE, SKILLS, ABILITIES

* Knowledge of applicable State Personnel Board, Department of Personnel Administration,
CalPERS laws and rules, and MOUs governing various types of leaves/entitlements.

* Familiarity with SAP.

* Ability to organize and prioritize assignments.

* Ability to produce concurrent multiple assignments in a timely and efficient manner.

* Ability to apply and interpret laws and rules from available reference manuals.

* Ability to effectively interact with the public and employees and explain complex pay and benefits
issues in a professional manner.
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	Activity
	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: 01
	responsibilites: Off
	IMMEDIATE SUPERVISOR: Donna Lane-Mills
	SUPERVISOR'S CLASS: Staff Services Manager I
	personnel analyst: SCM
	personnel date: 10/24/12
	PERCENT OF TIME: 
























	activity: POSITION SUMMARY

Under the general supervision of the Staff Services Manager I, the incumbent is responsible for the routine and less complex personnel/payroll processes of FMLA, NDI, SDI, Catastrophic Leave, Military Leave, Benefits, COBRA, and Performance Management issues for an assigned roster of DWR employees.  The incumbent will be responsible for completing the routine and least complex special projects. The consequences of errors in performing these functions are moderate and may be significant dependent on issue.    

EESSENTIAL FUNCTIONS

This position requires the incumbent work cooperatively with others; maintain regular, consistent and predictable attendance; exercise good judgment; communicate effectively (orally and in writing if both appropriate) in dealing with the public and/or other employees; organize and prioritize assignments; develop and maintain a working knowledge and skill related to specific tasks, methodologies, control agency laws and rules, and bargaining unit contracts; produce outcomes on concurrent multiple assignments in a timely and efficient manner; and assist the other Benefit Specialists and Human Resources Office's SAP HR Analysts.  Apply and interpret laws and rules from available reference manuals and other related revisions issued by the State Personnel Board (SPB), the California Department of Human Resources (CalHR), State Controller’s Office (SCO), California Public Employees Retirement System (CalPERS), Memorandums of Understanding (MOU) and DWR.  The incumbent must develop and maintain knowledge in using the SAP HR modules.  The specific essential duties are:


	classification: Personnel Specialist 
	appointee: Vacant
	dwr position number: 0750-1303-039
	sap personnel no: 
	sap position number: 50000682
	division: HRO/PB&SA/Payroll and Attendance
	mcr: 1
	percent2: 50%












25%
















10%
	activity2: FMLA/NDI/SDI/CATASTOPHIC LEAVE/other Leaves COORDINATOR

Responsible for the routine and least complex Family Medical Leave Act (FMLA), Catastrophic Leave, Non-Industrial Disability (NDI) and Enhanced NDI transactions, State Disability Insurance (SDI), and other leaves such as Military for assigned organizational units of the Department.  
Research and interpret leave entitlement law, rules, and regulations, and provide general advice and assistance to employees.  Complete all payroll and leave accounting for excluded and rank and file employees in various bargaining units.  Responsible for control and follow-up on all claims, actions requested and assigned.  Key PAR and payroll related documentation into the State Controller's Office automated system to ensure appropriate pay is issued, accounts receivables are collected, leave balances are appropriately credited/debited, and other payroll related transactions and employment items are addressed.

BENEFITS COORDINATOR

Process health, dental, vision, Flex Elect, legal services, long term disability, life insurance, long term care, retirement, COBRA, and pre-tax parking benefits for excluded and rank and file employees in various bargaining units for assigned organizational units of the Department.   Interpret and apply civil service laws and rules, departmental policies, memorandums of understanding (MOUs), State Personnel Board, State Controller's Office, CalHR, and Retirement System regulations to verify employee benefit eligibility.  Research and resolve the routine and least  complex benefit problems.  Respond/resolve benefit issues with control agencies, benefit carriers, and departmental employees and write benefit appeals to CalHR.   Individually present and explain benefits information to newly appointed CEA and Exempt employees.  Serve as liaison and provide a variety of benefits and entitlement information to assigned departmental unit employees and supervisors/managers.  Keep abreast of changes to law, rules, control agency letters, memos and develop/revise internal procedures as necessary.  Assist with new employee orientations, disseminating information to employees regarding benefits, open enrollment, and seminars related to Flex Elect, Long Term Care and retirement.  

PERFORMANCE MANAGEMENT COORDINATOR

Interpret stipulated agreements and complete leave transactions, including leave audits resulting from appeals or stipulated agreements.  Communicate with SCO and/or Legal office to ensure interpretation of agreement is accurate.  Review employment history and determine what transactions are affected as a result of stipulated agreement.  Document all the necessary PAR transactions and ensure all items such as effective dates and salary are accounted for.  Submit PAR and payroll related documentation to the State Controller's Office for processing.  Follow-up and ensure documents are processed correctly, pay is issued, accounts receivables are collected, leave balances are appropriately credited/debited, and other payroll related transactions and employment items are addressed.  

	percent 3: 5%







5%



5%




	activity3: Complete the least complex special projects as assigned by the Personnel Supervisor I or Staff Services Manager I.  Research and resolve personnel problems that arise and recommend options.  Review various control agency letters, legislative mandates, memos, and bargaining contract provisions, and develops and or revises internal procedures as necessary and implements changes.  Prepare management reports in various formats resulting from audits or other complex issues that arise.  Contact control agency as necessary to resolve routine problems or to clarify a policy or procedure.

Assist other staff with processing routine personnel/payroll transactions in compliance with control agencies laws, rules, MOU's, and departmental policies and procedures pertaining to a variety of personnel transactions

OTHER RESPONSIBILITIES

• Provide back-up assistance to other Benefits Specialist Coordinators and Personnel Supervisors. 
• Assist the SAP Time Management Analyst in researching and resolving SAP time discrepancies.  
• Attend various training classes sponsored by DWR or various control agencies.  This may require travel and/or driving a vehicle on public roadways. 
• May act for the Personnel Supervisor I and the Payroll and Benefits Manager.

SPECIAL REQUIREMENTS
Overtime may be required. Valid California driver's license as travel may be required to attend meetings, conferences, and training. 

KNOWLEDGE, SKILLS, ABILITIES

• Knowledge of applicable State Personnel Board, Department of Personnel Administration, CalPERS laws and rules, and MOUs governing various types of leaves/entitlements.  
• Familiarity with SAP.
• Ability to organize and prioritize assignments.
• Ability to produce concurrent multiple assignments in a timely and efficient manner.
• Ability to apply and interpret laws and rules from available reference manuals.
• Ability to effectively interact with the public and employees and explain complex pay and benefits issues in a professional manner.

	supervisor name: Donna Lane-Mills
	employee name: Vacant


